How to get started with leams 





Download the App 


Go to your App store and 


search for Microsoft Teams App. 


Download the app. 
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Sign in 
Launch the app and sign in using 
your Department credentials. 


Welcome to Microsoft Teams! 
A happier place for teams to 
work together. 








John McMahon, Deputy Chief 
Information Technology Bureau 





Enable Camera & Mic 


To participate in meetings, you must 
allow /Jeams to use your camera and 
microphone. Go to setting, scroll down 
to Teams, and allow use of your camera 
and microphone. 


9:35 7 


< Settings 


ALLOW TEAMS TOA 
Bluetooth 
Microphone 
(a Camera 
Siri & Search 
Notifications 


SF Background App Refresh 


Clear app data 





Join the Meeting 

With your Teams app open, click on 
the calendar icon at the bottom of 
your screen. This will display your 
calendar. On your calendar, you 

will see an invite for your Teams 
meeting. Click “Join” 


Calendar 
MARCH 12 
i Use this TEAMS meeting 
4 7:00 pm - 7:30 pm 
MARCH 13 


Í TEAMS meeting 
A 9:00 am - 10:00 am 


MARCH 14 SATURDAY 
No meetings 
MARCH 15 SUNDAY 
No meetings 
MARCH 16 MONDAY 
No meetings 
MARCH 17 TUESDAY 


No meetings 


MARCH 18 WEDNESDAY 


No meetings 


Tip 

Once you have joined the 
meeting, click on the microphone 
at the bottom of your screen, 

to unmute your microphone. 





